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Creating a Letter


Creating a letter

Objective:  Learn word processing skills, from adding a watermark, changing fonts, margins, and line spacing to inserting graphics.  

1. Double-click on the Microsoft Word application to open it.
2. A blank document appears.
Change the Margins

1. Let’s change the top and bottom margins for this document.  From the file menu, choose page setup, and then click the margins tab.

2. Type .75” for the top margin and .75” for the bottom margin, and then click ok.  The margins have changed in the document.

3. From the view menu, choose ruler to see your margins.
4. Type the following lines and press enter at the end of each line:

Milton Middle School
222 West Milton Avenue
Milton, LA  70558
Phone: 337-856-5826
Fax:  337-856-0000
Selecting and Centering Text

1. Now, let’s highlight the lines you just typed.  Click in front of the “m” in Milton.

2. Click-and-drag your mouse diagonally so that the address, phone number and fax number are selected.  (**Another way to highlight this text is to click in front of the “M” in “Milton,” hold the shift key down and then click after the “0” at the end of the fax number.)

3. On the formatting toolbar center the text by clicking the center alignment.
Changing font and font size

1. With the text still selected, on the formatting toolbar choose any font you with from the font pull-down menu.  

2. Highlight the first line of text.
3. On the formatting toolbar, click on the font size pull-down menu.
4. Choose a size of 18.
5. From the formatting toolbar, click the bold button.
6. Highlight lines 2, 3, 4, and 5 of the text.
7. Click on the font size pull-down menu and choose the font size of 14.
Adding a border

1. Click under heading.
2. From the format menu, choose borders and shading.
3. From the borders and shading dialog box, click the horizontal line button.
4. At the horizontal line dialog box, select a line and then click ok.
Adding clip art

1. Place your cursor in front of the “M” in “Milton” and press enter

2. Double-click above the “d” in “middle” (Middle of the title)

3. From the insert menu, drag to picture and then clip art to access the Clip Art Gallery
4. Insert clip art task pane appears on the right

5. In the search textbox type, “school buildings” and then click Search

6. The pictures that meet your search now appear, click on the picture you want to insert into your document.

Resize Clip art

1. Click on the clip art to select it.
2. The clip art appears with size handles (small squares) around the building.
3. In the lower right-hand corner, click-and-drag toward the building to decrease the size, drag away to increase size.
4. To hide the size handles, click outside the clip art.
Change line spacing
1. Type two paragraphs thanking a friend for always being there for you or another letter of your choice.
2. Select the text in the body of the letter.  From the format menu, select paragraph (or right click on the selected paragraph and click paragraph).
3. From the paragraph dialog box, click on the indents and spacing tab.
4. From the line spacing menu, chose 1.5 lines, and then click ok.
5. The body of your letter now has 1.5 line spacing.
Indenting the first line in a paragraph

1. Position the cursor where you want the text to be indented.  Click at the beginning of the paragraph.
2. Press the tab key and the line is indented ½ inch.
Adding a watermark

1. From the format menu, point to background and then choose printed watermark.

2. At the printed watermark dialog box, select picture watermark, leave scale at auto, check washout and click on select picture.
3. Select a picture and click insert.
4. In the printed watermark dialog box, click apply then close.
SAVE TO YOUR JUMP DRIVE AND PRINT ONE COPY.

